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ORDER INCENTIVE

STATE OF WASHINGTON CONTRACT 09205

BUILD YOUR ORDER TO TAKE 
ADVANTAGE OF DISCOUNTS



ORDER SIZE INCENTIVE

• 1% discount for order size 
from $251 to $450

• 2% discount for order size 
from $451 and over

Building your order provides 
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greater discounts.



• You can build an order and place 
it when you are ready.  This will 
allow you to take advantage of 
the order size incentive.
• Step 1: At checkout you can 

place your order on hold by 
selecting the “Put this order 
on hold.” This will reserve 
the inventory for 5 working 
days.

How to build your order for size incentive

HOW TO HOLD YOUR ORDER 
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• Step 1: At checkout you can 
place your order on hold by 
selecting the “Put this order on 
hold”.  This will reserve the 
inventory for 5 working days.

• Step 2: When you return back 
to continue ordering. Select 
“Order Tracking” on Shopping 
Tools menu

How to build your order for size incentive (continued)

HOLD ORDER 
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HOLD ORDER 

How to build your order for size incentive (continued)
• Step 1: At checkout you can place 

your order on hold by selecting the 
“Put this order on hold”.  This will 
reserve the inventory for 5 working 
days.

• Step 2: When you return back to 
continue ordering. Select “Order 
Tracking” on the left column menu

• Step 3: Open your held order by 
clicking on the “Order Number”
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• Step 1: At checkout you can place 
your order on hold by selecting the 
“Put this order on hold”.  This will 
reserve the inventory for 5 working 
days.

• Step 2: When you return back to 
continue ordering. Select “Order 
Tracking” on the left column menu.

• Step 3: Open your held order by 
clicking on the “Order Number”.

• Step 4: Click on the “Modify Order”
button.

How to build your order for size incentive (continued)

HOLD ORDER 
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• Step 1: At checkout you can place your 
order on hold by selecting the “Put this 
order on hold”.  This will reserve the 
inventory for 5 working days.

• Step 2: When you return back to 
continue ordering. Select “Order 
Tracking” on the left column menu.

• Step 3: Open your held order by clicking 
on the “Order Number”.

• Step 4: Click on the “Modify Order”
button.

• Step 5: Click on the “Continue 
Shopping” button.  This will bring you 
back into the shopping process. You 
can check out when completed or return 
back to Step 1 to put your order back on 
hold to continue building at a later date.

How to build your order for size incentive (continued)

HOLD ORDER 

CONFIDENTIAL



CONTACT INFORMATION

Need help? Please contact:

• National Customer Service
1-888-777-4044
Reference WWU account #89119669

• Cindy Tsuei, Office Depot Account Manager
Ph: 253-872-1711
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